
 
 

Reviewing Drafts of Auto-Generated (Re)appointment Letters 

This assumes that you have already submitted a draft of the ePAF transaction. 

What you need to do What you will see 

Step 1: Review the Draft letter 

(RELOAD the Draft Generator 

webpage to reflect ePAF edits) 

A. Navigate to the Employee 

Portal  

B. Click More Applications  

C. Navigate to Operational 

Reports (Argos) 

D. Click HR External Reports 

E. Click Generate Draft  

Reappointment Letter.  

A listing of all ePAFs that you have 

created that are in Waiting and 

Pending status will show. 

 

 

Step 2: Review the Draft letter 

Select the transaction you want 

to review for the Draft Letter. 

Note the TC email as the Final 

Letter will be sent to these 

addresses. 

Click the Generate Draft button, 

which will create a letter in a new 

tab. 
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Review the Draft, making sure the 

wording and details are correct. If 

you need to make corrections on the 

program, course or job title, go back 

to the ePAF and enter the updates in 

the Comments. 

 

You must RELOAD the webpage 

using the Refresh button in your 

browser for the ePAF updates to be 

reflected in your draft 

 

 
Step 3: Submit the ePAF 

Once the review of the Draft Letter is 

complete, you may submit the ePAF 

for approval and processing. 

Once the ePAF is applied by HRIS, the 

final letter will be sent to the 

employee, the ePAF originator, and 

the supervisor listed in the ePAF.  

The Re-appointee’s TCID is required 
to view the final reappointment 
letter.  

 

 

 
2 

 


